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change in official gazette, and any document evidencing the old name as per 

Annexure-12. 

(b) In case of change in name on account of reasons other than marriage - 

Publication of name change in official gazette, and any document evidencing 

the old name as per Annexure 12. 

 

3. Updation of Bank details 

 

3.1. In cases where Bank account details of the security holder are not available with RTA 

or there is a change in such details, RTA shall obtain Bank account details along with 

 

 

a) Original cancelled cheque bearing the name of the security holder; OR

b) Bank passbook/ statement attested by the Bank;  

 

3.2. The RTA shall proceed with the updation of bank details based on the documents 

provided by the first holder only, in case of joint holding. 

 

4. Documents for Proof of Address 

 

4.1. The RTA shall obtain any one of the documents mentioned in Annexure  13, from 

the security holder / claimant, if the address is not available in the folio or for 

processing the request for its change. 

 

 

Annexure- 11 

 

Forms for availing various Investor services 

 

Investors holding securities in physical mode interface with the RTAs, inter-alia, for 

registering/updating the KYC details and for the processing of various service requests. RTA 

shall process all investor service requests by accepting the duly filled up request form and the 

listed companies and RTAs shall make the soft copy of the forms available on their websites. 
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The forms should be in downloadable and fillable format. The service requests alongwith 

requisite forms are tabulated below: 

Registering / Updating the KYC details: 

S. No. Particulars Form 

1.  PAN ISR  1  

2.  Nominee details 
SH  13, SH  14, ISR  3,  

(As applicable) 

3.  
Contact details (postal address, Mobile number & 
E-mail) 

ISR  1  

4.  Bank details ISR  1  

5.  Signature 
ISR  1, ISR  2 
(As applicable) 

Processing of various service requests 

S. No. Particulars Form 

1.  Issue of Duplicate securities certificate ISR  4  

2.  
Replacement / Renewal / Exchange of securities 
certificate 

ISR  4  

3.  Consolidation of securities certificate ISR  4 

4.  Sub-division / Splitting of securities certificate ISR  4 

5.  Consolidation of folios ISR  4 

S. 
No. 

Particulars Form 

6.  Endorsement ISR  4 

7.  Change in the name of the holder ISR  4  

8.  
Change in status from Minor to Major and Resident 
to NRI and vice versa 

NA 
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9.  
Claim from Unclaimed Suspense Account & 
Suspense Escrow Demat Account 

ISR  4 

10.  Transposition ISR  4 

11.  Transmission ISR  5 

 

Annexure 12 

 

Documents for Proof of Identity 
 

1. Unique Identification Number (UID) (Aadhaar)  

2. Valid Passport 

3. Driving license in Smart Card form, Book form or copy of digital form  

4. 

Central / State Government and its Departments, Statutory / Regulatory Authorities, 

Public Sector Undertakings, Scheduled Commercial Banks, Public Financial 

Institutions duly attested by their employer with date and organization stamp. 

5. PAN card with photograph 

6. Marriage certificate 

7. Divorce decree 

 

Annexure- 13 

 

Documents for Proof of Address 
 
 

1. Unique Identification Number (UID) (Aadhaar)  

2. Valid Passport / Registered Lease or Sale Agreement of Residence / Driving 

License. 


